Rater Tasks

This section will concentrate on the tasks a Rater performs to review and complete a
COER. It will cover:
e Logging in to the COER Application
e Guest Registration
e Time Supervised
e Narrative COER
e Detailed COER
View Officer Comments
Scores and Comments (only completed for a Detailed COER)
Preview
Summarize Performance (completed for a Narrative or Detailed COER)
Release to Officer
Print COER



COER Login

1. From the Commissioned Corps Management Information Services (CCMIS)
webpage, select Secure Area, then Officer, Liaison, and Leave Maintenance Clerk
Activities.

From the CCMIS Login, type in Login ID. Press Tab.

Type in Password

4. Click Login.
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Guest User Registration

1. After an Officer or Rater assigns a guest user to review their COER an automated
email message is sent to the Guest User from phscoers@hhs.gov.

2. This guest account that will be created exists for only one COER cycle.

3. Below is a sample email that the Guest User will receive.

You must register as a guest user by following the instructions below:

0 Go to: https://dcp.psc.gov/GuestRegistration/GR_Welcome.aspx
0 Enter last name:

0 Enter guest ID:

0 Click "Submit"

o Verify/correct your contact information (Especially email address!!) .
o Click "Submit"

0 Create LOGIN ID minimum 6 characters

(letters and numbers only, no punctuation, must start with letter) .
0 Create password minimum 8 characters with 1 number

(letters and numbers only, no punctuation, must start with letter) .
o Confirm password

0 Select and answer a secret question.

0 Enter SSN# wherever possible

OR

Enter Date of Birth and create a 4 digit PIN# .

o Click "Submit"

After registering as a guest user, you will be directed to the
Commissioned Corps Management Information System (CCMIS)
Activities Login screen https://dcp.psc.gov/cclogin/CCMISLogin.aspx

0 Enter LOGIN ID (created above):
0 Enter password (created above):


https://dcp.psc.gov/GuestRegistration/GR_Welcome.aspx
https://dcp.psc.gov/cclogin/CCMISLogin.aspx

Time Supervised for a Detailed COER

1. From the Activity tree, under the Rater menu, select the officer that you have

been chosen to rate.

Select the folder Enter Time Supervised.

3. Select the number of years and months that you have supervised the officer.

If it is less than 1 year, select “0” for the number of years.

Click “Save”.

If it is less than 6 months the Rater has the option to do a Narrative or

Detailed COER.

6. In this example, the officer has been supervised for 1 year. Click “Detailed”
and click “Save”.
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Detailed COER
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Time Supervised for Narrative COER

1. From the Activity tree, under the Rater menu, choose the folder for the

officer that you have been selected to rate.

Click Enter Time Supervised.

Review the Officer Comments.

4. Select the number of years and months that you have supervised the officer.

If it is less than 1 year, select “0” for the number of years.

Click “Save”.

6. Ifitis less than 6 months the Rater has the option to do a Narrative or
Detailed COER.

7. Click “Narrative” and click “Save”.
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Narrative COER
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View Officer Comments

1. From the Activity tree under the Rater menu, select View Officer Comments.
2. View the Description box, Goals box and Accomplishments box.

View Officer Comments
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Score and Comment for Detailed COER

1. Select the folder “Score and Comment”. There are 8 performance elements
to score. Score the officer in relation to the needs of the position as follows:
1=Unsatisfactory range; 2-3= Adequate range; 4 to 5= Effective range; 6 to
7= Exceptional Range.

2. Select “Proceed to next question” after you have scored an element.

3. Select Save when you are done.

4. Enter Rater Comments in the text box. Comments are required. The
comments will describe the action(s) upon which you based your ratings.



Explain the impact of the action and why it is important. The text limit is 16
lines. Avoid the use of the % sign and bullets.
5. Click “Save”.

Scoring the 8 elements
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Note: While answering questions, a button “Proceed to the next Question” will appear below for each question once = |
answered, if you don't immediately see it — please scroll to the bottom of your active browser window.
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4. Interpersonal Skiils - Facilitates relationships in a manner that motivates others to maximize their
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Rater Comments

/2 Commissioned Officers Effectiveness Reports - - Windows Internet Explorer

@"v |¢ http:/fkatana/COERS11 frestricted/COERZ_Rater Enter_Scores.aspc j | x |;,LWESEErEh

Fle Edt View Favorites Tools Help

—lslx|
s

- Favories | 5 [ Suooestedsies = @) Fres Homal € Wb Sice el -

@ Commissioned Officers Effectiveness Reports - | |

Ei - B - (0 = - Page- Ssfety- Took - @)~

0) ©) ©) 2) ® ® o |

- A very competent Officer
making significant contributions
that enhance the assigned
position, respected by peers;
good potential for continued
growth and development.

Rater's Comments: Required. Use the space provided. Describe the action(s) upon which you based your ratings. Explain the impact of the
action and why it was important. The COER system will not retain additional text. Limit is 16 lines. Do not exceed 1280 characters total, including
spaces and special characters. Do not use the % sign - say "percent” instead

This officer has done a great job.

You have used 1 line(s) and 36 characters.

You will be able to modify your comments until you Release the COER to the Officer.
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Preview

=

From the Activity tree, select Preview Scores.

Review the scores for the 8 elements and Rater Comments.

3. If changes need to be made, return to the folder Score and Comment. Click
“Save” if changes are made to the scores or comments.
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Preview Scores
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Summarize Performance

=

From the Activity tree, under the Rater menu, click Summarize Performance.

2. Rate the Officer’s overall performance as Satisfactory, Marginal or

Unsatisfactory.

3. Enter the officer’s Strengths. List the areas where the officer displays strong
qualities and superior skills. The text box limit is 3 lines. Avoid using the % sign
or bullets in the comments.

4. Enter the officer’s Areas for Improvement. List the areas needed for continued
growth and development. The text box limit is 3 lines. characters. Avoid using
the % sign or bullets in the comments.

o

6. Click “Save”

Check the e-sign box in lieu of your signature.

Summarize Performance
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Assign the Reviewing Official (RO)

As a Guest User

N

©ooNoOo

From the Activity Tree, under the Rater menu, select Release to RO.

Click Assign New Reviewing Official

You will be asked if the RO is a Commissioned Corps Officer, Click “NO” if it is
a Guest User.

Enter the first three letters of the RO’s first name and the first three letters of the
RO’s last name.

Click Find.

A message will appear that there is no one found by that name.

Click Add New Guest.

Enter the Reviewing Official information.

Click Assign.

As Commissioned Corps Officer

1.
2.
3.

4.

o1

~

From the Activity Tree, under the Rater menu, select Release to RO.

Click Assign New Reviewing Official

You will be asked if the RO is a Commissioned Corps Officer, Click “Yes” if it is
an officer.

Enter the first three letters of the RO’s first name and the first three letters of the
RO’s last name.

Click Find.

Select the RO's name from the list. Click on the "select” button on the left hand
side.

Verify their email address.

Click Assign RO.



Below are screen shots of an RO Assignment for an officer.
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Enter Partial Name of RO
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Verify RO Email
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Confirmation of RO Assignment
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Release to Officer

=

From the Activity Tree, select the folder Release to Officer.

You will be asked if you want to make the COER available for the officer review
and concurrence. Select “YES” if you are ready to do so.

A message will appear that an email has been sent to the officer for review and

concurrence.

You have successfully completed all of the
mecessary activities (o release the COER to CDR
SMITH, JANE

Do you want ta make the COER available tn CDR
SMITH, JANE for his/her review and concurrence?

Gone
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Print COER

. From the Activity Tree, select Print COER

1

2. From the list of officers, choose the officer’s whose COER you would like to print.
3. Click on the “Select” button.
4

. You will be able to page through all four pages of the document and print the
document. If the document is not completed it will have the title "Draft" on the top of
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{..(] Check COER Status
i..C] Notify Rater Again - Email
£ Rater Role Officer Type Scores PersonlD
ED CDR SMITH, JANE

i Enter Time Supervised [Print] Ratr  COR SMITH, JANE R 45356565 65226

{77 View Officer Comments
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Done & Internet 100w v
14 start ~e nbo. .. Cipa... Do, /5 Untitl...

B- G5 @9 nam



Example of Printed Draft of COER
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£ |g http:jfkatana/COERS 1 Viewstar fCOER_eOPF_Questions. aspx?Person[D=66593 j +9 || % | | Live search P~
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Depariment of Aealth and Human Services, Officers SERNO
Commissioned Corps of the U.S. Public Health Service -DRAFT-

Commissioned Officers’ Effectiveness Report

H ON 1. ADMINISTRATIVE DATA: Required
PART |. OFFICER ADMINISTRATIVE INFORMATION.

a. Name and Rank of Rated Officer (Last, First, MI, Rank): b. Period Covered by Report (MM/DD/YY):
QUINTYNE, CATHY, E. CAFT From:10/01/2010 To:  09/30/2011
<. type of report ANNUAL |5
d. HHS Division or Non-HHS Organization for Report Period . position/billet title for report period:
Bop CHIEF, COMPLEX NURSING UNIT
1. Position/Billet Grade for Report Period (check highest): g. in current billet since
06
PART Il. RATER'S COMMENTS AND SIGNATURE.
a. Name and Job Title of Rater (Last, First, M, Title ): b. Phone Humber: c. Time supervising this officer
CAPT GREEN, ARDON B17-782-4612 x4612 0Years 1 Months
d. Please rate the officer's overall performance of job duties during the report period. SATISFACTORY

&. Strengths: List the areas where the officer displays strong qualties and superior skils. (3 fines = 240 Courier Newr 10 pt

cpracters)

%.J Local intranet 75 - | R1B% -
A

T
@start| @ (. |~ Calendar-Mirosoft .| ) 2011 COER Resowc. . | ] Cfficer COER Resou.. | @ untitled Page - Wi... ] New Word 2007 Doc... | [3)| T |« (v (2 8% 10:00 am




